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This is PART I of the index of Records Management Quarter- 
ly articles and features, arranged in subject sequence. PART II in 
our next issue will provide an index to articles by author. The 
concluding PART III will cover all special features. 
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preparation of these materials as part of class term projects. 
PART I was prepared by Ms. Meda F. Croizat, Systemswide 
Paperwork Management Coordinator, Chancellor’s Office, Cali- 
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ARCHIVES MANAGEMENT 





“Paperwork: A Twentieth Century Dilemma” July 
By Bruce C. Harding 1967 
The modern archivist includes records management among his 
overall program responsibilities. The role of the archivist and the 
ways in which he utilizes today’s records management tech- 
niques are reviewed here by a university archivist. 
“The Relationship between Archives and Records April 
Management: An Archivist’s Viewpoint” 1968 
By Richard H. Lytle* 


In this review of an often discussed topic, another university 
archivist offers some interesting viewpoints on the common and 
conflicting interests of records managers and archivists. 


“The Librarian, the Historian and April 
Business Archives” 1968 
By Robert W. Lovett 


This discussion by a prominent librarian and historian covers the 
state of business archives and suggests solutions to some of the 
problems inherent in their accumulation. 


“Source Documents — Yesterday; July 
Text Books Tomorrow” 1968 
By Patricia Ann Nicol 


In this paper, a medical librarian takes us on a fascinating journey 
through the ages, exploring the wonders of medical developments 
and documentation. The first of a two-part series, the journey 
takes us from the Stone Age to the Eighteenth Century. 


“Source Documents — Yesterday; October 
Text Books Tomorrow — Part IT” 1968 
By Patricia Ann Nicol 


Mrs. Nicol concludes her voyage in this installment, taking the 
traveler from the Eighteenth Century to the present. 


“Archival Facilities in Universities in Canada” January 
By John Archer Hall 1969 


*Annual Britt Literary Award Winner 
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In this detailed study on archival facilities in Canadian universities, 
particular attention is given to the archival signifcance of busness 
records. Administrative problems are considered, and recommen- 
dations are made for more effective collection and care of such 
documents. 


“Records, Archives and Administration” January 

By William Gray and John Andreassen 1969 
This exploratory survey of records and archives administration in 
the Canadian business community provides an interesting over- 


view of the administrative practices employed in that important 
area. 


“The Archives of Industrial Society at the April 
University of Pittsburgh” 1969 
By Frank A. Zabrosky 

In a previous issue of the Records Management Quarterly, the 
treatment of business archives in universities in Canada was 
considered. In this article, a study is presented of the manner 
in which American educational institutions are approaching the 
preservation of business records. 


“Selling Management on Business Archives” July 
By Helen L. Davidson 1969 
The establishment of a company archives, its management and 
use,,are discussed in detail in this paper by a practicing company 
archivist. Also presented is a valuable guide to the types of 
records which should be considered in a company collection. 


“Archivists Escalate Business War on Paper” July 
By Susan Riley 1969 
This informative article on Canadian archivist activities is re- 


printed with permission from The Gazette (Montreal), March 
1, 1969. 


“The Conservation of Writings on Paper January 
in Canada” 1970 
By John C. L. Andreassen 
An earlier version of this paper was read by a formal committee 
of McGill University (Montreal, Canada) librarians, museologists 
and archivists charged with developing a plan for the conserva- 
tion of McGill's holdings of reference and research materials. 
Records administration materials were also involved. The paper 
subsequently appeared in the Canadian Archivist. Because of its 
importance, permission was obtained to present it in this magazine. 


“Business Archives in the Corporate Function” April 

By Wilbur George Kurtz, Jr.* 1970 
This indepth evaluation of the position of company archives in 
the past, present and future activities of American business is 
provided by a highly qualified corporate archivist and historian. 
Particular attention is given to the problems of operation and 
maintenance. 


“Business Use of Business History” October 

By Maynard Brichford 1970 
In this discussion, an academician presents his concepts of busi- 
ness history and stresses the need for more emphasis on scholarly 


research. His analysis of business attitudes toward archival pro- 
grams is both direct and meaningful. 
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“Trade Cards — Records of the Advertising October 

Department” 1970 
By Helen M. Baker Cushman 

This leading specialist in business archives takes us through an 

exciting exploration of an era when the trade card, rather than 

TV told us what products to buy. She also provides valuable 

suggestions for the proper preservation of such materials. 


“Restoration and Preservation of Books January 

and Documents” 1971 
By E. A. Thompson 

In this paper, a noted bookbinder discusses the various elements 

that affect the physical condition of books and documents and 


offers some valuable guidelines for their restoration and pres- 
ervation. 


“The Conservation of Writing on Paper — January 
A Summary of the Literature” 1971 
By Stella Brenegan 

This term paper submitted at McGill University by Miss Brene- 
gan presents the more pertinent facts from the widely dispersed 
writings on the subject. It warrants serious attention and calls 
for wide dissemination to those not directly involved in the 
scientific and technological problems. 


“The Archivist and the Records Manager: January 

A Records Manager’s Viewpoint” 1971 
By Gerald F. Brown 

A subject of continuing interest to records management prac- 

titioners is examined here by a records manager. He also pre- 

sents some practical suggestions for a better working relationship 

between the archivist and the records manager. 


“The Municipal Archives — Where the October 

Archivist Meets the Records Manager” 1971 
By Stanley B. Gordon 

This discussion by a city records administrator addresses the 

role of archivist and records manager in the management of 

municipal records. Of particular value are his descriptions of those 

types of records that constitute municipal archives. 


“Processing Fashion Information” January 

By Helen M. Baker Cushman 1972 
Business archives provide interesting examples of the relationship 
between manuscript collection, records centers and libraries. The 
evaluation, organization and management of the archival material 
maintained by a company active in the marketing of dress patterns, 
sewing courses and related three-dimensional objects are covered 
in this discussion. 


“Archives for the Amateur” January 

By Anthony P. Farr 1972 
Anyone with the vision to realize the value of unique documents 
can do something to preserve them at very little cost. This ar- 
ticle sets forth the steps you can take to join that group of 
amateurs “with their hands on the past and their eyes on the 
future” who are preserving a glimpse of that past. 


“The Public Archives of Canada” January 

By Wilfred I. Smith 1973 
This is an interesting digest of the history of the Public Archives 
of Canada. The growth of the Public Archives is followed from 
its beginnings in 1872, with a staff of one and a budget of four 
thousand dollars, to its centennial year, when its staff numbered 
500 and its budget passed six million dollars. 


“Starting a Company Archives” January 

By Marian M. Orgain 1974 
Starting with a “statement of mission,” this experienced librarian 
provides a clear analysis of the process of setting up an archival 
department. Questions of who should have access to the archival 


materials and when are also discussed, and suggested reference 
sources provided. 





COMPUTERS AND RECORDS MANAGEMENT 





“Counseling the Computer User” April 
By Robert P. Bigelow 1967 
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As computers come into more common and widespread use 
throughout business and government, legal questions surrounding 
their use will be of considerable concern to records managers. 
This brief outline provides some useful thoughts on some of the 
considerations lawyers must keep in mind when counseling com- 
puter users. 


“The Effects of EDP on Records Management” April 

By John W. Porter* 1967 
In this author’s view, if we in records management know what 
the impact of electronic data processing is on our program, we 
should know what to do about it. We should also understand 
what relationships we should have, not only with programmers, 
but also with systems and procedures analysts, and anyone else 
who is involved with EDP. 


“Documenting Computer Operations” April 

By Everett O. Alldredge 1967 
This discussion by a federal specialist of techniques for document- 
ing computer operations at government installations constitutes 
a timely and valuable digest of recommended practices for records 
managers in both private and government positions. 


“The Computer Programmer — A Helpmate tothe July 
Records Manager” 1967 
By Phyllis Lorek 

The computer programmer plays an important role in the opera- 
tion of a data processing function. He can be a very valuable 
assistant to the records manager. In this article, a systems analyst 
offers some observations on the personality and activities of 
programmers. 


“The Role of a Records Manager in an October 

Integrated Data Processing System” 1967 
By Wallace G. Aitchison 

The records manager must keep abreast of developments in data 

processing if he is to maintain his position in the growing field 

of information systems. This article reviews some of the problems 

facing the records manager and suggests how they can be met. 


“A Shotgun Wedding: Information Storage October 

and the Computer” 1967 
By Owen M. Rye 

The management of information is a joint responsibility of the 

records manager and computer specialist. The barriers to under- 


standing one another that sometimes develop are explored in 
this paper. 


“The Impact of Computers” January 

By Olive R. Surgen 1970 
The computer has a tremendous effect on all phases of government, 
business and industry today. This article reviews some of the 
changes being brought about by automation in the banking com- 
munity. 


“Electronic Data Processing in Israel” July 

By Joseph Dothan 1970 
The computer has had a major effect on the operations of  busi- 
ness, government and industry. Its growth and application in the 
State of Israel are examined in this article. 


“The Unfinished Symphony” January 

By Joseph L. Wright* 1972 
For a records management program to succeed today it must 
be closely allied to the organization’s computer activities. In this 
article, a computer manager reviews the functions that must be 
tied together to achieve a comprehensive information and records 
systems structure. The problems that result if such unification is 
not achieved are listed. 


“Records Management and January 
Telecommunications” 1972 
By Palle Kiar 

The complex telecommunications systems required by computers 
have brought about an interdependence of information and com- 
munications handling capabilities. Although records management 
was originally concerned almost exclusively with the written word 
and telecommunications with the spoken word, the two have 
become increasingly closely related. This paper offers some 
helpful guidelines for coping with the changing forms of records 
and the changing techniques for transmitting data. 


*Annual Britt Literary Award Winner 
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“Computerized Decision System for January 

College Administration” 1973 
By Gordon B. Harwood and Dr. Roger L. Singleton 

The authors of this article stress the importance of sound records 

management and administrative systems in institutions of higher 

education. The development of a computerized system for moni- 


toring graduate records and faculty and student responses to it 
are discussed. 


“Computer Ideas in the Seventies” January 

By Harold O. Casali 1973 
This presentation focuses on ine explosion of ideas in the 
seventies as they relate to use of the computer. It provides a 
review of computer hardware as it exists today and prospects 
for new developments. Government areas where effective use of 
the computer is urgently needed are examined. 


“The Role of the Computer in Banking” October 

By Orrin Rugen 1973 
An informative review of the application of computers to bank- 
ing operations is provided in this paper. Emphasis is on the vari- 


ous generations of computers and the impact of computer output 
microfilm on the processing of banking transactions. 





FILES AND CORRESPONDENCE MANAGEMENT 





“Impede or Succeed” April 
By Hope V. Trombley 1967 
The records manager must never overlook the need for an effec- 
tive filing system. The ability te retrieve needed correspondence 
rapidly is essential to good business operations. The development 
of an efficient and economical filing system utilizing an auto- 
mated approach is considered in this discussion. 
“What To Do with What You Have” October 
By F. Maxine Totten 1967 
A proper analysis of filing systems is essential to the establish- 
ment of workable techniques for finding and retrieving informa- 
tion. A program for files improvement is discussed in this article 
by a noted records management specialist. 
“Filing Equipment Standards” January 
By Richard Tarrant 1969 
A careful examination of filing equipment requirements together 
with a meaningful analysis of cost factors can produce many 
economies. These elements, as well as the need for establishing 
filing equipment standards, are discussed in this paper. 
“Centralized Files and Correspondence Control” July 
By Marjorie Thomas Payne 1969 
This capsule review covers the guidelines to be considered when 
deciding on the type of filing organization to use. The author 


also comments on some useful techniques for correspondence 
control. 


“Drawer Filing Vs. Lateral Filing” October 
By Donald T. Barber 1969 
In a recent issue of the Records Management Quarterly, a paper 
was presented advocating the use of standard drawer filing over 
lateral filing. In response and in opposition to that approach, 
this Canadian records management practitioner offers his thoughts 
on the subject. 
“Statistical Sampling and the File Survey — January 
A Case Study” 1970 
By Gerald F. Brown 
One of the most effective means for selling management on any 
given phase of records management is to provide meaningful 
documentation in support of a proposal. As discussed in this 
article, the use of statistical sampling can be of particular value. 
“File Classification Systems in April 
Government Departments” 1970 
By Anne Zinkhan 
A workable file classification system is essential to the operation 
of both government and business. This article presents a practical 
approach to the design and installation of a revised system in 
government departments. 
“Filing Systems Applicator” April 
By Tom Lovett 1970 
This special feature presents a new and unique system for the 
selection of filing equipment. Developed by Tom Lovett, Aus- 
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tralian management consultant, it is reprinted with permission 
from his recently published book, Records Management Manual. 


“Information and Records Retrieval Systems” October 

By Elmer W. Blankmann 1971 
In this comparison of manual and mechanized systems for retriev- 
ing information and records, emphasis is on the cost, time and 
personnel factors involved. The author also includes pictures of 
different types of filing equipment. 


“Classification of Chinese Names” January 

By J. Ronald Grandmaitre 1972 
Because of the peculiarities of Chinese names, special classifica- 
tions and recording procedures have been employed by various 
business establishments and government agencies throughout the 
world. This article provides an interesting examination of the 
factors that govern the spelling and filing of Chinese family names. 


“A Functional Filing System for State and April 
Local Government” 1972 
By Stanley B. Gordon 

In this first installment of a series detailing a complete functional 
filing program for state and local government records, the author 
introduces MUFFS, the Municipal Unified Functional Filing Sys- 
tem. This system, devised by the author, combines filing and re- 
tention information into a single duplex-numeric functional code. 
The first three categories of MUFFS are covered in this install- 
ment: General Administrative Files; Legislative and Legal Files; 
and Engineering and Construction Facilities Files. 


“A Functional Filing System for State and July 
Local Government — Part IT” 1972 
This is the second installment of a contributing series on MUFFS, 
a unique system for the filing and retention of state and local 
government records. It includes information on the filing pro- 
cedures to be used and presents two more functional categories: 
Police and Fire Protection Files; and Personnel, Medical, Safety 
and Security Files. 


“A Functional Filing System for State and October 

Local Government — Part IIT” 1972 
By Stanley B. Gordon 

This installment on MUFFS includes a discussion of the inventory 

techniques used and presents three more functional categories: 

Planning and Programming; Management; and Purchasing, Con- 

tracting and Supplies. 


“A Functional Filing System for State and January 
Local Government — Part IV” 1973 
By Stanley B. Gordon 

This article, the fourth in the series, stresses that state laws must 
be considered when using the “disposition” column of MUFFS. 
The Master Locator for the system is discussed, and details are 
provided for two additional functional categories: Financial and 
Fiscal Files; and Public Utilities, Transportation and Communica- 
tions Files. 


“A Functional Filing System for State and October 
Local Government — Part V” 1973 
By Stanley B. Gordon 
In this fifth installment on MUFFS, two relatively new and/or 
expanding functional categories of local government records are 
presented: Labor Relations Files; and Recreation, Cultural and 
Environmental Files. The category for Real Estate and Right-of- 
Way Files is also provided. 


“A Functional Filing System for State and January 
Local Government — Conclusion” 1974 
By Stanley B. Gordon 

This is the final installment in a series offering a complete func- 
tional filing system for state and local government records. The 
svstem has been offered as a guide —a base on which to build. 
Additional files can be numbered into the system, and file 
categories that do not exist for a particular government can be 
eliminated. This final installment presents the large functional 
category: Public Services. 


“A Filing System for Official University Records” October 

By William Saffady 1973 
Institutions of higher learning are as much in need of a meaning- 
ful and applicable filing system as any large corporation. This 
article discusses the advantages of a uniform, campus-wide filing 
system and presents the system developed by Wayne State Univer- 
sity to meet its records organization and retrieval demands. 
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“Common ¢ Vs. Demon Monster” October 

By Dolores Campo 1973 
In this practical examination of some of the problems involved 
in filing business records, uncontrolled records are depicted as the 
paper monster that must be met with common sense if operating 
costs are to be reduced. Filing systems, equipment and retention 
schedules are considered by the author. A total approach | to the 
problem of records and information is stressed. 


“A Master File Plan” January 

By Peter M. McLellan 1974 
The master file upon which this article is based was designed 
as part of a model management information system. The author 
provides a logical format for structuring a single, comprehensive 
filing system, plus detailed instructions for its installation. The 
adaptability of this master file makes this article of long term 
value to any records manager. 


“Correspondence Creation Control” July 

By Grace Curtis 1974 
This paper emphasizes the importance of well-written communica- 
tions and analyzes the prerequisites for an effective correspondence 
control system. Guidelines for action and sources of information 
are provided. 





FORMS MANAGEMENT 





“Organization of a Forms Control Program” January 


By R. E. Carpenter 1967 
Forms control is one of the key elements of records management. 
This is the first of a two-part article outlining the organization 
and techniques of a forms program. 


“Forms Design and Procurement” April 


By R. E. Carpenter 1967 
This is the second part of an article begun in January, reviewing 
some of the important elements of forms management. Mr. Car- 
penter shows how forms design and procurement know-how can 
penter shows how forms design and procurement know-how can 


“Obtaining Maximum Benefits from January 

Forms Management” 1968 
By George Bubnash 

Business is becoming increasingly aware of the potential in forms 

management. Several techniques for successfully implementing and 


administering a forms program are described in this practical 
article. 


“Organizing a Forms Control Program” April 
By Louise C. Von Talge 1969 
The proper management of business forms is one of the basic 
requirements of a well-organized records management program. 
Some of the steps needed to develop a workable program for 
controlling paperwork creation are explained by this author. 


“Forms Can Control the Shape of Your Company April 

By Paul A. Stone 1971 
A careful analysis of the benefits to be gained through centralized 
forms control, plus a recommended plan for establishing such a 
control, are presented in this timely discussion. 


“Educational Challenge of Forms Management” April 

By Dr. G. Jay Christensen 1973 
This review of sources for forms management training includes 
a survey of reference books, professional journals, seminars and 
correspondence courses, plus a discussion of formal forms design 
and analysis courses offered by institutions of higher education. 
In the view of this author, the forms analyst must acquire the 


technical skills needed to meet the optically-based systems of the 
next decade. 


“Computer Generated Forms Functional File April 
and Forms Data” 1974 
By Jack Lilienfeld 

In this study of computer applications used in the development 
and updating of a functional file for forms management in the 
City of Philadelphia, the author discusses the reasons for using 
the — and the time, space, and cost savings that have 
accrued. 
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“Forms Management Procedures” July 

By Michael G. Leigh ‘ 1974 
Regardless of what an organization does, it spends money for 
forms and for the clerical processing of such records. In this 
discussion on the relationship of forms control and records man- 
agement, the author discusses the cost reductions and aims of a 
forms management program and the need for overall control 
of the evaluation, design and purchasing of business forms. 





INFORMATION MANAGEMENT 





“Equating Information with Currency” January 
By Alfred E. Busch 1968 
One of the greatest problems facing industry today is its inability 
to use properly the vast output of technical and scientific knowl- 
edge being generated in such a prodigious manner. This leading 
businessman reviews the problem and suggests a solution. 


“Total Recorded Information Management” January 

By William P. Southard 1968 
In this forward-looking discussion on information management, a 
management consultant presents his concept of this important field 
and the ingredients that will make it most useful in the computer- 
oriented, paperless world he sees as the future. 


“Cause of the Information Crisis” April 

By Professor Helmut Arntz 1968 
The proliferation of technical data and literature being created 
today has indeed produced an information crisis. This analysis 
of the crisis presented before the 33rd Conference of FID and 
the International Congress on Documentation held in Tokyo in 


1967 by a noted European documentalist is made available 
through ARMA. 





INFORMATION RETRIEVAL 





“An EDP System for Indexing and October 

Retrieving Technical Reports” 1970 
By Margaret E. Madden 

This case study details how a major organization, Monsanto Com- 

pany, manages its vast collection of technical data through the 

use of an electronic data processing system, which assures ac- 

curate and timely retrieval of needed information. 


“Document Inventory and Control for Central October 

Scientific Records” 1970 
By William H. Olmsted 

In a brief description of the Norwich Pharmacal Company’s sys- 

tem for the maintenance of scientific records, primary emphasis 

is on inventory, control and search techniques. 


“Computerized Codification Creates a January 
New Records Management System” 1971 
By Lois Edwards 
This computerized records management program was developed 
to assure correct filing and fast retrieval of greatly diversified 
subject files. The user-oriented plan provides control of fileabie 
material from its origin to its ultimate disposition. It is a svstern 
designed for economic simplification, uniformity and convenience. 


“A Personal Information Storage and Julv 
Retrieval System” 1973 
By Charles A. Bearchell 

The next best thing to having a photographic memory is knowing 
how to file the information one reads and would like to review 
later in more detail. This paper outlines an effective technique 
that has been applied and proven practical for establishing a per- 
sonal research file for such data. 


“Computerized Technical Document October 
Index System” 1974 
By Robert B. Austin 

The valuable time and effort involved in the preparation of tech- 
nical reports can be lost without a well-planned, workable system 
for retrieval. The system developed by Chevron Oil Company, 
Western Division to prevent costly duplication of research is pre- 
sented here for consideration by others. 
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MAIL MANAGEMENT 


MICROFILM SYSTEMS 





“Organization and Management of the July 
Company Post Office” 1968 
By Kenneth Bryant 


In too many organizations, the mail department is a neglected 
function. This office administrator presents a case in its favor, 
showing how vital an operation it really is and how it can cut 
company costs. 





MANAGEMENT INFORMATION SYSTEMS 


“Tibah and Habit: Emerging Management October 

Information System Concepts” 1969 
By Albert D. Sterkx 

Management information systems have evolved through three 

Stages: manual, early computer and centralized computers. In 

this discussion on the subject, a management engineer presents 

his philosophy of management information and some of the con- 

ceptual approaches he envisions. 

“Management Information and January 

Records Handling” 1970 
By Dr. D. G. Leeseberg 

Matching the needs, people and technology available to business 

management today for the most effective results requires a clear 

understanding of their characteristics. This educator offers some 

valuable guidelines and insights on how to coordinate these 

elements. a 

“Organizing for Management Information October 

Systems” 1971 
By Alfred L. Palmer 

This paper offers an interesting insight into the organizational 

concepts of systems and data processing, particularly when di- 


rected toward achieving a meaningful management information 
system. 








MEDICAL RECORDS 


“Paper Frankenstein in a Plastic Case” April 
By Virginia Lake 1969 





The history and development of medical recording techniques 


are considered in this article, and recommendations are offered 
for regulating the volume and use of such documentation in 
the future. 
“Putting Automation into Hospital Record-Keeping” July 
By Alice M. Donahoe 1971 
By making use of the new resources of electronic data processing 
and other recently developed electronic techniques, the medical 
records library can also furnish hospital management with tools 
for high quality control of medical services. 


METRICATION 


“Root Two — The Magic Metric Measure” July 
By Anthony P. Farr* 1973 
Following significant studies by the Department of Commerce 
and private organizations, many businesses are beginning to con- 
vert their numerical cuntrols to metric equivalents. This presenta- 
tion on the subject gives a good idea of what is involved. Basic 
advantages and problem areas are discussed. 
“Impact of Metrication” April 
By Wilson Riles 1974 
This educator, the Superintendent of Public Instruction in the 
State of California, believes that metrication is inevitable in the 
United States. He emphasizes that for the conversion to be a 
success it must be supported by a strong educational program 
and discusses the steps needed to prepare the schools, and the 
students now in school, for a metric America. 
“I Wouldn’t Touch It with a Ten-Foot Pole” July 
By Frank Hulme, Jr. 1974 
In this strong case for adoption of the metric system without 
further delay, the author reviews the history- of weights and 
measures in this country. He points out the many advantages that 
will accrue from a change to the metric system and discusses 
conversion costs. Some of the effects on records management 
are also covered. 
*Annual Britt Literary Award Winner 
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“Microfilm as a Management Tool” July 

By Richard E. Wolff 1967 
Microfilm has become an essential part of systems planning, 
particularly when volume reduction and rapid retrieval are to be 
considered. This examination explores some of its applications 
to records management practices. 


“Microfilm at North American Aviation — LAD” July 
By Mark Keith 1967 
The control, issuance and distribution of engineering da‘a is of 
vital concern to many companies. Such data must be accurate, 
and available in usable form. In this article, a microfilm spe- 
cialist for a major aerospace company discusses his company’s 
uses of microfilm for engineering and administrative records. 


“Microfilm in an Uncertain World” July 

By J. R. Nielsen 1967 
One of the most outstanding examples of an organized program 
for records protection is that of the Genealogical Society of the 
Church of Jesus Christ Latter-Day Saints. Based mainly on the 
use of microfilm, the records are housed in an excavated moun- 
tain. This article describes this unique facility. 


“Cataloging Data Stored on Roll Microfilm” October 

By R. R. Willets 1968 
A simple method of cataloging information on 35mm microfilm 
has proved an effective means of retrieving engineering change 
data at IBM’s Systems Development Division. This article covers 
the analysis behind the design of the system and the procedures 
governing its operation. 


“Multiplant Microdata System” April 

By Pericles A. Argyris 1969 
In today’s and tomorrow’s multiplant operations and manage- 
ment’s evolution, the effective storage and retrieval of informa- 
tion is a must. This paper describes a corporation’s microdata 
system, which has been established to meet the challenging ob- 
jective of data retrieval. 


“Microfilm System Applications” July 

By Dr. David R. Wolf 1969 
Microfilm plays a significant role in today’s efforts to control 
the “paperwork explosion.” To make proper use of microfilm, 
however, one must understand its capabilities and applications. 
This article offers a timely review and analysis of the current uses 
of microfilm. 


“Improved Aperture Card Retrieval” January 

By Richard Conway 1970 
This is an informative report on Westinghouse’s Telephone Aper- 
ture Retrieval (WESTAR), a system which simplifies and im- 
proves the efficiency of engineering data retrieval through the 
combination of microfilm and automation. 


“Personnel Records System” July 
By Richard N. Utter 1970 
This microfilm case study presents a personnel system in which 
film jackets are used to maintain the records of 26,000 employees. 
“Policy Status Information on Computer Microfilm” July 
By Terry Smythe 1970 
More and more businesses are turning to computer output micro- 
film as a means of improving systems and curtailing the growth 
of paperwork. This article details a very interesting and work- 
able approach taken by the Great-West Life Assurance Com- 
pany in Winnipeg, Canada. 
“Remote Viewing and Printing of January 
Graphic Materials” 1971 
By Wilbur C. Myers 
This analysis considers significant developments in computer 
technology and micrographics and the effects of these develop- 
ments on information retrieval and communications. 
“Some Economics — Microfilm and Space” April 
By W. E. Allard 1971 


Making a decision between microfilm and hard copy retention 
requires careful fact finding and analysis. The proper approach 
to this problem is expertly described and illustrated in this article. 


“The Microaperture as a Method of Publishing” April 
By Wynn D. Crew 1971 
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This article describes a high-reduction, microaperture, bookform 
publishing technique, which includes the decimal! system of direct 
page location for up to 100 pages of computer output microfilm 
or technical reports, without need for original, type-setting com- 
position. It also describes an original publishing technique for up 
to 400 pages. Both systems utilize only two optical steps and yield 
over 500 lines per millimeter on sealed film chips, protected 
against damage and mounted into aperture cards. Weight and bulk 
are discussed to show the feasibility of developing a breastpocket, 
personal library. 
“Microfilm and the Computer” April 
By Terry Smythe 1971 
Mr. Smythe has created a new concept, the PETRIFIED REC- 
ORDS SYNDROME, which he defines as “an affliction of the 
mind characterized by a firmly entrenched belief that microfilm 
can only be used to save space occupied by ancient, dead records.” 
In this article he discusses how we can overcome this malady by 
applying advanced techniques in microphotography. 
“Microfilm and the Management of Time” October 
By Terry Smythe 1971 
Microfilm can have a dramatic effect on clerical productivity, 
file integrity and the management of information. This article 
examines the nature and extent of this effect as evidenced by 
recent advances in computer output microfilm. 
“Information and Retrieval Systems of October 
Microfilm and Other Recordings” 1972 
By Gordon H. Wright 
This article gives a brief overview of the development of micro- 
film and examines the various microforms and their applications. 
The advantages and disadvantages of using microforms are out- 


lined, and methods for evaluating different microfilm systems 
are discussed. 


“A Unitized Drawing Microfilm System” April 

By Karl P. Siegmund 1973 
This case study covers the application of microfilm to engineering 
drawings at DuPont’s Savannah River Plant in South Carolina. 
It deals specifically with the sequence of the system, the design 
and preparation of the tabulating cards, the structure and philoso- 
phy of the coding system and the techniques applied for retrieval. 


“The Systemic Miniature” July 

By Henry E. Powell, Jr. 1973 
In this discussion of the basic fundamentals of microphotography, 
the author reviews the steps to be taken in a microfilm systems 
evaluation and considers the advantages and disadvantages of the 
different approaches. A presentation is included on the various 
microforms and their applications. 


“IDS Microfilm Operations” April 

By Henry E. Whitbeck 1974 
The successful microfilm program includes a careful examina- 
tion of related cost factors and the application of those micro- 
forms providing the best systems approach. This article examines 
the various formats used by a large, diversified investment com- 
pany to satisfy its multi-operational needs. 





PERSONNEL AND RECORDS MANAGEMENT 
TRAINING 





“People and Records” July 
By Dr. Irene Place 1967 
People are the major cause of paperwork problems. This lead- 
ing business educator discusses some of the weak points in our 
training programs for records personnel and offers some mean- 
ingful guidelines for correcting these weaknesses. 
“Introducing New Employees to January 
Records Management” 1969 
By Dolores Russell 
To assure the continued effectiveness of a company’s records 
program, new employees must be made aware of the objectives 
and benefits of such a program. Here is an orientation lecture 
that emphasizes more than the “tricks of the trade.” 


“Creativity — Releasing the Energy of Ideas” July 
By Wallace C. Andrews 1970 


The ability to recognize creativeness in employees and to encour- 
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age its development can be of extreme value to management. This 
specialist in human resource development examines some important 
questions about creativity and suggests possible answers. 
“Collegiate Education for Records October 
Management — A Challenge for the 70’s” 1971 
By James C. Bennett and Harry N. Fujita 

This paper provides a current examination of the educational 
requirements of records managers and what a collegiate course of 
study should include. A careful analysis of course methods of in- 
struction and alignment with the ARMA Certification Program 
is also made. 


“One Technique for Teaching Records October 

Management” 1971 
By Arthur S. Norris 

This report on the teaching of Records Management at San Jose 


State College, San Jose, California, is an appropriate addendum 
to the above article. 


“Records Management Training — October 
Your Company Needs It” 1972 
By Gayle Gammie 

This thorough analysis of the benefits to be derived from a well- 
defined training program supports the author’s thesis that training 
forms a major part of effective records management. Suggestions 
on whom to train and various training formats are presented, with 
reference to their value to both management and the employee. 


“High School Students Learn Records April 
Management from Business” 1973 
By Peter Pompetti 

The Academy for Career Education, a new secondary school con- 
cept funded by the National Institute of Education, provides high 
school students with extensive exposure to many different kinds 
of jobs and to hands-on experience with actual career and life 
skills. This author sees such schools as an additional opportunity 
for developing professional records management personnel. 


“Is Management Training Meeting the Needs of January 

Individuals Today?” 1974 
By Carol Bliley Markow 

This provocative article presents a categorization of individual 

differences and an evaluation of how individuals with widely 


varying traits respond to different training concepts and manage- 
ment techinques. 


“People Before Paper” October 

By Anthony P. Farr 1974 
This author’s approach to records management concentrates on 
people rather than paper. His case is well documented and 
convincing. It offers a refreshing concept for the records admin- 
istrator, who today must combat the complexities of computer 
and micrographic technology. 





RECORDS CENTERS 





“Features of New Records Center Buildings” January 
By William Benedon 1967 
This analysis of the physical features required for an efficient 
records center is based on a study of seven newly constructed 
centers. It provides a practical guide for industry and government 
planning purposes. 
“Fire Protection for Archives and January 
Records Centers” 1968 
By Harold E. Nelson 
How to protect records center holdings against fire continues to 
be a question of major concern to records managers. This article 
by a fire prevention engineer from the General Services Ad- 
ministration contains some valuable solutions to this problem. 
“California Bear Vs. the Paper Tiger” April 
By Robert C. Woodall 1968 
This review of the programs and methods employed by the State 
of California in meeting its paperwork problems offers a valuable 
guide to other state governments throughout the nation. 
“Planning the Records Center of the Future — July 
Industry and Government Viewpoints” 1971 
By William L. Rofes (Industry) 
Benjamin F. Cutcliffe (Government) 
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The records center continues to be one of the most valuable 
features of a records management program. However, as new 
techniques in processing and handling information come into 
being, the traditional center will have to respond to new methods 
for storing and retrieving data. This paper offers a look into the 
future and suggestions for action. 


“The State of Ohio Records Center” July 

By Robert N. Allerding 1974 
The opening of Ohio’s first State Records Center in March 1974 
marked the culmination of nearly two decades of concern for 
centralized control and supervision of state records. This article 


discusses some of the special services and facilities the Center 
will provide. 





RECORDS MANAGEMENT — GENERAL 





“Engine of the Eighties” January 
By James H. Binger 1967 
We have succeeded in building a nation and we hope eventually 
to build a world in which the provisions for human needs are 
largely automatic. This author holds that the computer fits the 
process of such automation nicely. 
“How to Sell a Program” ‘ January 
By Margaret Fenn 1967 
Records management should be viewed as a service badly needed 
by most concerns but often neglected. This article suggests ways 
that anyone interested in an improved records management pro- 
gram might attempt to sell that program in his organization. 
“Investigative Techniques — Survey and Audits” April 
By Terry Beach 1967 
A carefully planned and executed survey can produce excellent 
results for management. Mr. Beach offers some practical sug- 
gestions for those undertaking a records management survey or 
audit. 
“Systems Analysis and Work Simplification for April 
Information Management” 1967 
By Dr. Roger H. Nelson 
This paper is directed toward a review and examination of the 
total systems and work simplification concept — suggesting some 
of the difficulties as well as rewards of this approach to solving 
information management problems. 
“Taming a $225 Million Paper Tiger” July 
By William Benedon 1968 
In 1967, Governor Reagan of the State of California established 
a Governor’s Committee on Efficiency and Cost Control. This is a 
report of the industry task force that reviewed the state’s records 
management activities. 
“Records Management in the Home” July 
By Judy Beck 1968 
Many records managers reach heights of efficiency in their com- 
pany operations, but become symbols of inefficiency when they 
attempt to organize their household records. Don’t despair! Judy 
Beck is here to tell you how to correct the situation. 
“Paperwork — An International Problem” October 
By Tom Lovett 1968 
The problems of paperwork confronting business, industry and 
government are not restricted to any one nation. This article 
by a leading Australian consultant emphasizes the international 
nature of records management. 
“The Expanding Horizons of Records January 
Management” 1969 
By Robert E. Weil* 
The greatest challenge for the records manager lies ahead. His 
progress will be determined by his knowledge of the accepted 
principles of records management and his ability to expand these 
to meet new innovations. The author supplies convincing support 
for these views on the future of records management and the 
records manager. ; 
*Annual Britt Literary Award Winner 
“Records Management Problems in Israel” January 
By Joseph Dothan 1969 
In this article, a leading management consultant, responsible in 
many ways for the development of practical and efficient man- 


agement techniques in the State of Israel, reviews the problems 
of records management in that country. 


*Annual Britt Literary Award Winner 


October 1974 





“A Yardstick for a Successful Career in April 

Records Management” 1969 
By William J. Gray 

One measure of a profession’s maturity, and records management 

is no exception, is its ability to attract talented and competent 

craftsmen. This article discusses some of the advantages of the 


records management profession and the qualities required of 
those in or entering the field. 


“University-Wide Records Management” July 

By Gerald L. Hegel 1969 
This is a brief summary of the development of the records man- 
agement program at the University of Missouri. It represents an- 
other example of how institutions of higher learning are coping 
with paperwork problems. The program covers the activities on 
the four campuses of the University, plus some off-campus 
activities. 


“The Executive Viewpoint of Records October 
Management” 1969 
By Thomas T. Brekka (Treasurer, Rohr Corporation); 
W. F. Rockwell, Jr. (Chairman, No. American Rock- 
well) and Donald S. Brooks (Office of General Counsel, 
Merck & Company, Inc.) 
Three leading business executives express their viewpoints on 
records management in this joint presentation. Their comments 
on the importance of records to corporate management, the im- 
pact of records programs and the legal considerations of records 
management represent a meaningful endorsement of such pro- 
grams for industry, business and government. 


“A Graphic Concept of Records Management” October 

By Harry N. Fujita 1969 
Although detailed procedures are essential in records manage- 
ment, this author suggests that sometimes a look at the “forest” 
is a helpful reminder. 


“The Changing Concepts of Management” January 

By Robert L. Kunzig 1970 
Technological advances in automation and miniaturization have 
had a significant effect on business attitudes toward paperwork. 
It has become apparent that maximum benefits from these de- 
vices can be achieved only through a proper understanding of 
essential paperwork controls. 


“Advanced Records Management” January 

By Donald F. Evans 1970 
The existence of a records management program within an or- 
ganization does not necessarily mean successful control. Aware- 
ness of new developments in control techniques and their applica- 
tion must also be present. What these new developments are 
and how they can be used are discussed by a leading records 
manager. 


“Boeing Discovers a Waste Basket Bonanza” January 
By David D. Field 1970 


This is an excellent portrayal of how one company effects a 
continuing paperwork clean-up program. 


“Is Records Management a Dead Issue” April 

By William J. Gray 1970 
Is the records manager a victim of technological advances? Can 
he meet the challenge of change? These and other questions are 
considered by this author. Answers that will enable the records 


manager to face the 70's with optimism and determination are 
provided. 


“Value Accounting — Challenging Concept in April 

Office Administration” 1970 
By David C. McMurtry and James C. O’Bannon 

Value accounting is an effective measuring device in both financial 

and administrative areas of business. Some joint viewpoints on its 


broadening application are presented in this discussion by an 
educator and a businessman. 


“Obtaining Maximum Benefits from July 

Records Management” 1970 
By Nancy A. Sanfelippo and Charles P. McLarnon 

A clear understanding of records management is essential to its 

successful implementation. This article describes and explains the 


various aspects of records management and how they combine to 
produce the best results. 
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Cumulative Index of RMQ Articles ... 


“Records Management and the Small July 
Business Firm” 1970 
By Dr. James C. Bennett and Frederick N. Berkey 


An often neglected area for systems discussion — the small busi- 
ness firm — is examined in this article in terms of the firm’s 
awareness and use of records management techniques. 
“Ethics of Information Management” October 
By Richard H. Lytle 1970 
This searching examination covers the effects of technological 
advances in information collection and processing on the rights 
of individuals. The effects of such advances on professional 
ethics is also addressed. 
“The Paper Fall Out — Controlled” October 
By David D. Field 1970 
This detailed discussion of the various elements of a records 
management program identifies what they are and how they are 
applied. Most important, suggestions are given on how a records 
management program can improve business operations. 
“The Fifth Estate” April 
By Jack E. Lee* 1971 
Business today is confronted by an endless variety of professional 
organizations, each, supposedly, assisting it in a specific area of 
need. In total, they are all directed toward one objective — in- 
formation management. Our author refers to this mixture as a 
“hot bowl of alphabet soup.” He maintains that the only way 
to cool it, is to stir vigorously. Grab a spoon and join him as he 
discusses the results of such action. , 
*Annual Britt Literary Award Winner 
“Principles of Effective Records Management” April 
By O. Crawford Jenkins 1971 
Maximum benefits from a records program can best be achieved 
if all information processing activities are integrated into a 
single control. This article reviews some of these activities and 
presents a working example of such an approach. 
“Ecology and Economics in Records Re-Cycling: July 
A Pandora’s Box” 1971 
By Harry N. Fujita 
Are records managers doing all that can be done to take ad- 
vantage of the ecological and economic values to be considered 
in destroying records? The effects of re-cycling and the efforts 
being undertaken in that area are considered in this article. 
“Organizing for Increased Executive Effectiveness” April 
By Vernon L. Casson 1972 
The operational effectiveness of an organized group is at its op- 
timum when the mutual compatibility of the group and its leader 
is at its peak. In this article addressing organizational design in 
business enterprises, the author defines guidelines for structuring 


business and industrial organizations to improve decision making 
and enhance performance. 


“State Records Management Programs: April 

A Status Report” 1972 
By Thornton W. Mitchell 

A valuable commentary on the trends in state records manage- 

ment and graphic analysis of the findings are presented in this 


1971 survey of records management programs in state govern- 
ments. . 


“New Horizons in Records Management” July 

By Ben Cramer 1972 
This author discusses the shift in emphasis that is needed in the 
records management field and in the recognition of original docu- 
ment and a graphic analysis of the findings are presented in this 


a forecast of future techniques for information creation and 
retrieval. 


“The University of Washington Records July 
Management Program and Its Impact on 1972 
Campus Records” 

By Peter M. McLellan 
This presentation provides an excellent guide for those involved 
in the management of records at institutions of higher learning. 
It briefly describes the background, present operations, impact 
on campus programs and future direction of the records manage- 
ment program at the University of Washington. 
*Annual Britt Literary Award Winner 
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“Mile High File Pile” October 
By Joseph H. Santone 1972 
Despite records management programs, the paperwork explosion 
continues at a fantastic pace. This fortifies the need for concen- 
trated control of paperwork generation and dedication to the 
destruction of worthless records. This article details the imagina- 
tive and practical approach used by one company in keeping its 
records from reaching an unmanageable “mile high pile.” 
“The Local Records Program” January 
By Frank D. Gatton 1973 
This account traces the development and implementation of the 
local records program in the State of North Carolina. During 
a twelve-year period, this state-financed program inventoried the 
records of every county, microfilmed all permanently valuable 
records, and repaired all deteriorating papers of value. The per- 
manently valuable records of municipalities and churches were 
also microfiimed. The continuing phase of the program is also 
outlined by the author. 


“Records Management — a Live Experience in April 
Quebec Hydro Electric Commission” 1973 
A Bi-Lingual Report translated by 
Denis Deslongschamps 
This is a bi-lingual (French-English) report on how Quebec Hydro 
Electric established its records management program. The author 
details how the complex problems of handling the records of a 
major company were reduced to the simpler problems of good 
classification and destruction of unnecessary records. 


“The Challenge of Change” April 

By Eldon C. Hanes 1973 
The impetus of new technology has been rapidly transforming 
the records management function. This article reviews the effects 
of new technological applications to records management at Bell 
Systems and discusses what others can do in mastering new in- 
novations to serve the goals of their organizations. Centralization 
of records management and the importance of the systems ap- 
proach are stressed. 


“Modern Records Office Concept for All Workers” April 

By David C. McMurtry 1973 
As his answer to the question of what a records office is, this 
author presents a schematic model used in teaching office and 
records management at the University of Kentucky. Components 
of the model include the objective, function, physical and envir- 
onmental factors, time and cost standards, and the system through 
which the work is accomplished. 


“Be a Dream Merchant” July 

By Joseph L. Wright 1973 
This author holds that the successful records manager must be a 
dream merchant —a person with the imagination and ability to 
convert dreams into reality. He discusses the need to look to 
the possibilities of tomorrow and to gain the expertise required to 
develop and “sell” the challenging ideas applicable to records 
management. 


“Records Management for Small Institutions: July 
The Small Government College” 1973 
By John C. L. Andreassen 

Government departments and ministries are increasingly govern- 
ing what records state-supported colleges and universities must 
create, report on, and live with. In this article, the author outlines 
the data elements to be required of colleges and universities in 
the Province of Quebec and addresses the problem of selecting 
faculty materials for archival retention. 


“Selling Records Management: October 
A Practical Approach” 1973 
By Eugene E. Iker 
This guideline for convincing management of the need for. a rec- 
ords program should help overcome the skepticism, disinterest 
and preoccupation with problems considered of greater import- 
ance which are often encountered. 
“The State Viewpoint: Georgia and October 
South Carolina” 1973 
By R. Linton Cox, Jr. and Jerry M. Stewart 
Two practitioners of state records administration discuss the ap- 
proaches taken by their respective states in implementing records 
management programs, from the statewide viewpoint and from 
that of a single agency —a campus of a state university system. 
The need to sell the program encountered on both levels led to 
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development of the effective “sales” procedures presented by these 
authors. 


“Records Management and the People” January 

By Denis Deslongschamps 1974 
As in any systems program, the most important factor in a 
records management program is “people.” This article, presented 
in both English and French, examines the levels of management 
involved in the implementation and functioning of a records 


program and what can be done to obtain maximum results from 
each level. 


“Records Management and the Paper Crunch” January 

By Harold Roger Hart* 1974 
It is essential that records managers understand the nature of 
the present paper shortage. The author reviews the extent of this 
shortage, basic causes for the high price of paper and the sub- 
stantial increase in paper requirements in recent years. He dis- 
cusses alternatives io paper products that are available now, or 


being planned, and steps that can minimize paper shortage prob- 
lems. 


“The Audit Function in Records Management” April 

By Wilfred J. Martinez 1974 
This article examines the use of internal audits in determining 
the effectiveness and workability of a records management pro- 
gram. The essential procedures to be evaluated are covered, and 


a suggested audit program provides an orderly list of the steps 
to be followed. 


“The Missing Link of Records Management: July 
The Organization of Records at Work Stations” 1974 
By Shlomo Porat* 
Research has shown that over twenty percent of an office work- 
er’s time is lost looking for papers which are too often hidden 
under the jumble on a cluttered desk or in a chaotic drawer. The 
author lists corrective actions that should be taken and advo- 
cates the design of more functional desks, drawers and sheif 
units. 
“Function of the Records/Systems Analyst” July 
By James F. Frain 1974 
Fact gathering is an essential part of any systems study. This 
article stresses the data gathering function of the records analyst 
and presents data collection and evaluation techniques applicable 
to a records management study. The importance of the human 
element in a systems design is brought into focus. 
“Selling with Facts” October 
By Allen N. Keegan 1974 
The manner in which a records program is presented to man- 
agement can have a significant bearing on its acceptance or rejec- 
tion. This article emphasizes the need for accurate facts properly 


reported and publicized. It also includes valuable suggestions for 
visual aids. 
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“Empty Communications is All Write” January 
By Patricia Ann Nicol 1967 
“Next to doing things that deserve to be written, nothing gets a 
man more credit, or gives him more pleasure than to write t! 
that deserve to be read.” — Lord Chesterfield. 
“Reports Control — No Longer an Enigma” July 
By David D. Field 1968 
Reports control is one of the most fertile areas for cost savings 
in records management. This case study details how one company 
successfully manages its manually prepared reports. 
“Reports Control: Semantic Approaches and January 
Behavioral Implications” 1974 
By Dr. Morris Philip Wolf 
Records managers are keenly aware of the need for consistently 
monitoring business reports to expedite the communication flow. 
This author, whose specialty is business communications, advocates 
semantic persuasion for gaining better acceptance of reports con- 
trol procedures. An adaptable ten-step program is described. 
“A Sound Reports Program” October 
By August F. Reussow 1974 
Reports control is one of the most productive cost savers in 
records management. The planning behind this reports control 
program developed by a government agency and the cost factors 
*Annual Britt Literary Award Winner 
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that make it worthwhile are clearly presented in this article. 





RETENTION SCHEDULING 





“Appraising Records with Joint January 

Federal-Industry Interests” 1967 
By William Rofes 

The problems of records appraisal and retention scheduling are 

aptly delineated by this timely analysis of the interests of the 

federal government in the records of private industry. 


“Records Inventory and Scheduling” April 

By Clarence A. Dockens 1968 
As told by Mr. Dockens, the Philadelphia Story in records man- 
agement is a prime example of how good legislation, depart- 


mental support and capable staff can solve a city’s records man- 
agement problems. 


“A Way Towards Effective Records Management” October 

By Emil Sulentic 1968 
Business activities today are greatly aided by paper mechaniza- 
tion, high speed duplication and special recording techniques. This 
case study demonstrates how an effective records program can as- 
sure the proper utilization of these tools. 


“A Case Study: Retention Scheduling at the October 

University of Washington” 1968 
By Harry N. Fujita 

This case study on the development of retention schedules pre- 

sented by the records manager for one of our leading institutions 


of higher learning provides a valuable guide for other educational 
organizations. 


“A Retention Program for Insurance Records” July 

By Gordon W. Lagerstrom 1970 
Records retention for an insurance company poses many unique 
problems. Organizing such a program and providing for its con- 
tinuing maintenance in a computer-oriented environment are de- 
tailed in this article. 


“The Los Angeles Story — A Case Study in July 

Records Administration” 1971 
By Stanley B. Gordon 

This article presents an organized approach to the planning and 

implementation of a records program for city government. It 


offers a logical concept and suggests valuable legislation and 
formats. 


“1.R.S. Looks at Machine Sensible Records” April 

By Henry E. Bogusiewicz and Donald J. Stadfield 1972 
Proper development and maintenance of records retention sched- 
ules requires an understanding of the application of Internal 
Revenue regulations to automatic data processing systems. In 
this paper, staff representatives from the Service offer their inter- 
pretations of these regulations and provide guidelines for deter- 
mining the adequacy of records maintained within an automatic 
data processing system. Internal Revenue Code regulations and 
rulings pertaining to ADP machine sensible records are also 
presented. 


“Records Retirement: Retention, July 
Scheduling and Storage” 1972 
By John Andreassen 

This is a review of the fundamental concepts of records manage- 
ment, with emphasis on records retirement problems. The basic 
elements of a records program are illustrated through discussion 
of the development of the Canadian National Railway Records 
System. 


“Inventorying and Scheduling Records” April 
By John W. Gross 1973 
This article supports the position that a records inventory is es- 
sential to the proper evaluation of records for retention purposes. 
The author discusses how to inventory and details the benefits 
to be gained from a properly conducted inventory. 
“Quality Assurance Records for Nuclear July 
Power Plants” 1973 
By Spalding Norris oe 
Organizations dealing with a federal commission must observe 
the commission’s regulations in addition to regular state and fed- 
eral statutes. This article reviews some of the records problems 
involved in dealing with the Atomic Energy Commission and 
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presents a systems approach for overcoming them. 

“Records Retention — Keep the User in Mind” 
By Alfred F. Mansbach 

The best records program is one that keeps abreast of changes 

and revises procedures frequently to assure continued under- 

standing and application of retention schedules. This includes 

revision of retention schedules and manuals. 


October 





VITAL RECORDS 





“A Program for Security Records” January 
By John H. Schul 1967 
Assuring the continuing protection of vital company data against 
loss from disaster is a key responsibility of the records manager. 
Some useful guidelines for a vital records program are suggested 
by this author. 
“What Some Banks Did about Their Vital 
Records Program” 
By Frederic J. Edmonds 
Banking institutions have been among the leading proponents of 
vital records protection. In this article, a leading authority on the 
subject discusses what New England banks are doing about 
emergency records programming. 
“Vital Records Programming” October 
By George M. Derry 1967 
Industry and government have long recognized the need to protect 
vital documentation against both man-made and natural disasters. 
This article considers some of the records protection techniques 
required to satisfy this need and provide for the orderly resump- 
tion or reestablishment of normal operation. 
“Information Insurance” April 
By John P. O’Brien 1969 
In this paper advocating a program of “information insurance” 
for business records, the author stresses the important first steps 
of a vital records program — understanding the organization’s 
records, making the decision as to which records are vital and 
reaching a conclusion on the degree of protection such records 


require. F 
“Vital Records Protection” April 
1969 


By W. A. Hambelion 
This paper presents a thorough analysis of the steps required to 
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establish and implement a meaningful program of vital records 
protection. Special consideration is given to records classifications 
and program requirements. 
“Don’t Make ‘Records’ a Game of Chance” April 
By Robert W. Moore 1970 
Natural disasters or acts of war have presented a potential threat 
to the security of utility companies’ vital records for some time. 
In recent years, a new hazard to utility operations and property 
has been brought about by the outbreak of serious civil disturb- 
ances. This article analyzes a contemporary records management 
system that recognizes the importance of vital records security. 
“Are Engineering Technical Notebooks a January 
Vital Record?” 1971 
By R. F. O'Neil 
Determining which records to protect in a vital records program 
is one of the most challenging items in records programming, 
particularly as it concerns technical data. A record category of 
importance to engineers is discussed in this article. 
“Earthquake!” July 
By William Benedon 1971 
This report by the editor of the Records Management Quarterly 
presents the results of a panel discussion of reco-ds managers in 
the Southern California area following the earthquake of Febru- 
ary 9, 1971. 
“VARS! Establishing a Vital Alternate Storage January 
Program for Local Government” 1972 
Protection of records is a matter of concern at all levels of govern- 
ment. This paper provides excellent guidelines for setting up a 
protection program using alternate copies of vital records. 
“A Vital Records Retention Program” July 
By Denis Deslongschamps 1972 
To be protected adequately, vital information must be easily 
identified and well organized. In this article, the author defines 
vital records and presents a step-by-step approach to the develop- 
ment of a program for their protection. 
“Some Basic Elements of a Vital Records Program” July 
By James D. Henn 1974 
In this case study of a major company’s approach to vital records 
protection, the author reviews the basic elements of the program. 
Designation of vital records, the type and location of the de- 
pository, dispersal techniques and use of microforms are all 
discussed. 
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posing 
among personnel . 


These ‘household hints’ for getting water- 
soaked, mud-covered, stained or torn rec- 
ords back in shape for microfilming are ap- 
plicable not only to major disasters such as 
floods or fire hose damage, but also to 


the executive suite. 


key problem in selling a records program in 

‘Are there conflicts 
. over usage and storage 
of records?’ There are indeed, especially in 


the question, 


“The Case for an Information Mid- 


lution” by William McNairn, Modern 
Office Procedures, May, 1974. 


Information contained in reports can be 
polluted in two ways, through unnecessary 
and excessive distribution and through errors 
and omissions in the data itself. Mr. Mc- 
Nairn suggests classifying and analyzing peri- 


minor accidents. The most common of these 
are the coffee cup spilt over documents and 
the record mangled in a rotary camera. Mr. 
Kish lucidly explains what to do, and, 
equally important, what substances may in- 
crease the damage already sustained. 


RECORDS MANAGEMENT — 
GENERAL 


“Records Management Footwork to 
Convince Non-believers” by staff, Of- 
fice Equipment and Methods, April, 
1974. 


In addition to gathering a fistful of statis- 
tics with which to hit top management, Dr. 
Mark Langemo, quoted here from a Toronto 
ARMA presentation, recommends offering 
answers to such questions as: Is one person 
responsible for records management? Is 
there a standard classification system for all 
organizational records? Are records areas 
messy and cluttered? Are vital records 
identified and protected? He has found the 
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dleman” by John McKay (reported by 
Tom Messer), Office Equipment and 
Methods, June, 1974. 


Are information administrators adminis- 
tering the right records? Mr. McKay claims 
there is a gulf in government and business 
between what top management needs and 
what the Records, EDP, MIS, or Micro- 
graphics Manager thinks it needs. This is be- 
cause the information man has become too 
specialized in his technology and too shel- 
tered from the front line of his business, be 
it making lawnmowers or administering the 
Law. He advocates a kind of information 
ombudsman who will be a high-level inter- 
preter of the real needs of management to 
the information specialists. I have MISgiv- 
ings, if readers will pardon the word, that 
Mr. McKay may be stating a truth in say- 
ing that “the new technology may only en- 
able management to make wrong decisions 
faster than it ever could before.” 


REPORTS CONTROL 
“How to Clean Up Information Pol- 


odic reports by means of a matrix and an 
evaluation form. These can pin-point both 
types of pollution and, if acted on, can pro- 
duce savings. Reports control, however, is 
not a one-time exercise. It needs a continu- 
ing program like forms control in order to 
prevent re-pollution of the information 
system. 


FORMS MANAGEMENT 


“Keep Microfilming in Mind When 
You're Printing Forms” by John H. 
Buvens, The Office, July, 1974. 


Many a microfilm program has_ been 
stymied because certain forms would not re- 
spond to the microfilm camera. Mr. Buvens 
offers some simple points to remember when 
designing forms that may eventually be 
microfilmed. They may be summarized as 
good contrast between data and paper, 
avoidance of colors other than black, opaque 
paper for both-sides use, avoidance of very 
small print, and ensuring that every form 
measures less than 11%” in one of its di- 
mensions. 


RECORDS MANAGEMENT QUARTERLY 
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